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POLI CE CAPTAIN

(Promoti onal Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses responsi bl e supervi sory and
adm ni strative positions, the primary duty of which is managi ng
the activities of an assigned function or division. Pol i ce

Captains may be required to assume command of departnental
operations in the Police Chief’s absence. Police Captains are
responsi ble for the formal training of subordi nate enpl oyees and
overseeing the preparation and naintenance of assigned
departnmental records and reports. Enployees of this class al so
oversee the care, nmintenance, and use of departnent equi pnent,
vehi cl es, and property. Police Captains assist and advise
subordi nates i n conpl ex phases of the | aw enforcenent operations
of the departnent. Police Captains work with a high degree of
i ndependence. This class reports to and ranks i mredi ately bel ow
t hat of Police Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which nmay be assigned. neither
are they intended to exclude other duties which may be | ogi cal
assignnents to this class.

Assumes conmmand of departnmental operations in the absence of the
Police Chief. Manages, organizes, inspects, and eval uates the
ef fectiveness of operations of an assigned division or function
of the police departnment including patrol, traffic control and

acci dent i nvestigation, crim nal i nvestigation, speci al
operations, juvenile oper ati ons, and jail oper ati ons.
Determ nes how to organi ze the assigned service, including how
to depl oy assigned personnel. Makes managenent deci sions and

reconmmends changes 1in operational procedures or policies.
Revi ews i ncom ng communi cati ons, maki ng assi gnnents to staff or
routing work to the appropriate person or |ocation. Evaluates
new | aws, regul ati ons, ordi nances, and court rulings relatingto
police departnent operations to determne if <changes 1in
departnment policies and procedures are needed. Conduct s
research to be used in making managenent deci sions and for the
pl anni ng of progranms and activities for an assigned division.
Monitors any |ocal conditions which may create situations the
departnment may be call ed upon to handl e.

Participates in a personnel recruitment and sel ection program
for the departnment by perform ng tasks such as speaki ng about
enpl oynent opportunities to citizen groups; witing letters in
answer to inquiries about enploynent possibilities; performng
background investigations on candidates, and assisting with
interview ng prospective enployees. Mkes recomendations for
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hiring. Recomrends pronotions in accordance with civil service
| aw. Ensures that all recruitnment and sel ection procedures
conformto EEOCC requirenments. Investigates accidents involving
departnment equi pnment or personnel, determ nes the cause, and
makes reconmmendati ons on procedures to avoid future accidents.
Assi sts in devel opi ng and i npl ementing a safety programfor the
departnment. Participates in an internal affairs review process
to investigate any violations of the code of conduct for
depart ment nenbers.

Super vi ses subordi nate police departnent enpl oyees. Hol ds forma
neetings wth subordinates in order to receive reports,

di ssemi nate information, and del egate assignnents. Qutlines
responsibilities, task priorities, and long term goals for
subor di nat es. Assigns work schedules and approves | eave.

Monitors work pace and progress of assigned jobs and determ nes
if changes in nethod, additional training, assistance, or
additional time are required. Evaluates the work performance of
subordinates and wites evaluation reports. Provi des for
enpl oyee growt h and career devel opnent and notivates enpl oyees.
Provi des on-the-job training for departnment enpl oyees. Counsels
enpl oyees who are experiencing work problenms and handles
enpl oyee conpl aints and gri evances. Assists the Police Chief in
mai nt ai ni ng di sci pline anong departnental enployees.

Eval uates the training needs of the departnent and devel ops a
training program seeing that such programis properly staffed
and supplied with training resources. Conducts research of
technical data, including local crine reports, for the purpose
of integrating such material into the training program
Prepares |l esson plans and training material. Serves as an
instructor for formal instruction and provides for outside
instruction to neet any training needs not available within the
departnental training program Miintains a library of training
mat eri al s. Consults with smaller |aw enforcenment agencies in
surroundi ng areas, providing them with technical expertise,
assi stance, and cooperation in training and/or |aw enforcenment
efforts when required.

Participates in the preparation and nmai nt enance of departnmental
records and reports by reviewing records conpleted by
subordi nates and periodically inspecting systens and facilities
for maintaining such. Develops new fornms or revises old forns
in order to inprove the accuracy and efficiency of
docunent ati on. Supervi ses the exchange of information with
other individuals or agencies relating to wanted persons,
crimnal histories, and stolen or mssing property using the
NCI C conputer network. Conpil es and analyzes data for and
wites reports, letters, news releases, or any other type of
official departnment position paper in answer to requests or as
needed to handl e problens of the police service.

Oversees the general care, maintenance, and use of departnental
equi pnent, vehicles, stations and grounds, and other property.
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Ensures that needed repairs are made and that equipment is
inspected after repairs. Prepares and eval uates specifications
on new police departnent equipnment and nmeets wth sales
representatives. Supervises the purchasing, inventory, and
di stribution of supplies and equi pnent for the departnment.

Participates in the operation of the general accounting system
for the departnment to provide a record of liabilities, assets,
and financial transactions of the departnent. Assi sts the
Police Chief inrecording the financial transactions of assigned
accounts, authorizing expenditure of allocated funds, and

approving financial records. Researches potential grants,
conpletes grant applications, and adm nisters grant-funded
proj ects. Prepares revenue and expenditure estimtes for the
departnental operating budget. Gathers information for use in

preparing the departnental operating budget and prepares an
operating budget for assigned sections of the departnent.

Pronmotes a positive public imge of the work of the departnment
t hrough interaction in all settings with community menbers,
provi ding assistance and information as needed. Acts as
departnment representative to the news nedia and related
agenci es. Serves as an official departnent representative at
any neetings assigned in order to give reports, offer advice,
make recommendati ons, and to keep informed on |ocal activities
and trends that may affect the police service. Det er m nes
target areas for crinme prevention or community relations efforts
and develops a community relations programto neet identified
needs. Produces instructional materials to be used in these
progr ans, including witing and delivering speeches and
denonstrations.

Performs any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |isted bel ow nust
be net by the filing deadline for application for adnission to
the exam nati on.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates and of | egal age.

Must have a valid Louisiana driver’s license.

Must be a regul ar and permanent enployee in the class of Police
Li eutenant for at |east one (1) year immediately preceding
closing date for application.

After offer of pronotion, but before beginning work in this
class, nust pass a physical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
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fitness sufficient to perform the essential

position,

with or

wi t hout accommmodati on.
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